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Nottingham Central Women’s Aid (NCWA) 
Post Title:
Out of Hours Support Worker

Responsible to:
Management Committee/ Manager
Location:
NCWA Refuge
Hours:
26 hours per week. Working hours will be: 3-4 evenings and some weekends – exact hours to be agreed with the appointed candidate.
Salary: 
£23,434.32 pro rota FTE (Actual £16,467.36) plus on call pay of £16 per session                    
Contract: 
Permanent subject to funding (currently funded until July 2022)
GENERAL DESCRIPTION

The post holder will provide a refuge services to women and children who have experienced or are experiencing domestic or sexual violence and abuse. They will be flexible, adaptable and capable of working with minimum supervision. They must be prepared to manage a wide range of duties and able to work within a confidential and safeguarding environment. The post holder must be willing to take part in the 24 hour on call duty rota.
A full Disclosing and Barring Service check will be required for this post.
MAIN DUTIES:
· To plan and facilitate a minimum of 4 workshops per week according to the needs of the residents
· To ensure women, young people and children are properly welcomed to the refuge and induction process followed and rooms fully prepared with individuals having their immediate needs met.
· To provide appropriate practical and emotional support to residents.
· To provide appropriate welfare rights information and support and to advocate on clients behalf and accompany them to appointments when required.
· To liaise with any relevant statutory and voluntary agencies including the Police and Social care 
· To respond to the suggestions, complaints and grievances of residents appropriately
· To deal with all aspects of breaches of the licence agreement and/or house rules appropriately and in line with policies and procedures.
· To work with residents to empower them to regain independence and determine their own futures.
· To maintain a safe environment and ensure good housekeeping at the refuge, with agreed procedures including risk assessments and health and safety test
General Duties
· To maintain accurate and up to date records ensuring confidentiality.

· To undertake general administrative tasks as directed including dealing with correspondence, petty cash and service and rent charges. 
· To assist residents during their time living in refuge and with their preparations to leave, as appropriate to their individual needs.
· To work as an effective team member ensuring good communication with residents, volunteers, partners and management.

· To be fully aware of and implement the organisation’s Equal Opportunities and Safeguarding Policies and procedures and to attend appropriate training as required.
· To be willing to carry the on call phone on a rota basis as agreed within the team
· To carry out any other duties, commensurate with grade and post which may be reasonably required for the running and development of the project.
· To work flexibly to attend meetings, occasionally during the day and out of hours and deliver and prepare verbal and written reports for other agencies and on behalf of the trustees and management.
This list of tasks is not an exclusive one and the management committee may vary duties from time to time. 
This job description is subject to regular review.

	


Nottingham Central Women’s Aid (NCWA)

Out of Hours Support/Development Worker

Person Specification

	Attributes
	Essential

	Knowledge
	· Awareness of safeguarding issues for children and vulnerable adults

· Awareness of equality and diversity issues 
· Some knowledge or willingness to learn about housing, welfare and policy relating to violence against women, young people and children.
· Some knowledge of the practical, emotional, social and economic issues facing women, young people and children affected by domestic or sexual violence and abuse.

	Skills
	· Ability to plan and facilitate a wide range of practical and creative workshops according to needs of residents
· Ability to manage self and a commitment to continuing personal development
· Ability to achieve results

· Ability to communicate effectively (both written and verbal)

· Ability to create a service user focused culture
· Ability to work effectively in a team and independently.
· Effective organisational skills with ability to prioritise, meet deadlines and work flexibly and accurately
· Ability to build trusting relationships with women and children 

· Ability to stay calm under pressure  
· Good IT skills including the use of Word and Internet

	Experience
	· Planning and facilitating practical and or creative workshops

· Minimum of one year’s experience dealing with vulnerable women and/or children.

	Other
	· A strong interest in supporting and empowering vulnerable women and children

· A non-judgemental attitude
· Willing and able to work outside normal office hours 
· Takes responsibility for own personal development including willingness to attend relevant training 


Appropriate qualifications relating to any of the above will be an advantage
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